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Dear Core Financial End User: 
 
On Monday, June 23rd we reached a major milestone in the implementation of 
Integrated Financial Management (IFM) at Dryden.  Core Financial is now “live” at 
the Center.  Your Dryden colleagues have been working long hours for the last 11 
months to make Core Financial a reality.  Congratulations to the team and thanks for 
all of the hard work!  And thanks to the rest of the Center for your critical support. 
 
This module strikes at the very nervous system of the Center.  Our ability to do 
business, to procure things and pay our bills, to track and manage our resources, 
relies on the successful implementation of Core Financial.  Many of us will need to 
interface with this module routinely to do our jobs. 
 
The old system has been shut down and the new system is in place.  Now the hard 
part begins:  using SAP.  First, we must clear up the backlog that developed during 
the transition.  Secondly, we need to get back to normal activity.  That’s where you 
come in.  As an end-user, success depends on you. 
 
The SAP system is not intuitive.  To make matters a bit more challenging, errors 
once made are difficult to correct.  We have a steep learning curve, but you can 
become proficient through a little diligence and experience.  This software tool may 
not ever make you more efficient—it could have the opposite effect—but it is critical 
to the Agency as a whole. 
 
There will be a significant adjustment period during the next year.  We have 
implemented a set of post-Go-Live processes that will help reduce the frustrations 
you may encounter.  These support processes are outlined in the attached welcome 
packet.  Please take some time to carefully read through it. 
 
In the short term, people will be tired and frustrated.  We need to be willing to help 
each other and to cut each other some slack.  If you find yourself frustrated and 
other means of help are not effective, call me (x3749), Vince Chacon (x3791), or Pat 
Stoliker (x2706) directly and we’ll try to lend a hand. 
 
Thanks for your continued support and patience. 
 
 
 
Larry Schilling 
Director, Research Systems 
NASA Dryden Flight Research Center 
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When will you be given access to the Core Financial system? 

��The project is implementing a phased approach to allow access to 
the Core Financial system. 

 
What are the approaches? 

��June 16, 2003 – Contractor Cost Report (CCR) Analysts and  
        Processors* 

��Users assigned to contracts currently costed via 533 (or some other type 
of contractor cost report) will prepare CCR Crosswalks, prepare Inception 
to date costs, and enter June accruals in anticipation of posting following 
Go-Live 
��Users identified from On Line Cost Accrual system assignments, 

confirmed by Directorate Resource Managers 

��June 23, 2003 – Backlog Processors*  
 

 
��Core group of Subject Matter Experts (SMEs) and Transition Power Users 

(TPUs) will help enter backlog data that occurred during the Cutover 
Period into the new system in preparation for normal business 

��Re-enter transactions backed out of DARTS (ex: credit card logs) 
��Correct converted fed/mil orders 
��Enter SAP accounting codes and stamp “approved” in Travel Manager 
��Run backlogged interfaces (labor, HHS drawdowns, TM) 

 
��July 7, 2003 –Bank Card users and all remaining Core Financial  
        users* 

��Beginning July 7th, Bank Card (P-Card) users and all remaining Core 
Financial users will gradually be given access with the goal of all 
users having access before the end of July. 

 
*   Note: User ID unlock is dependent on the requisite training 
              courses being complete as well as having all necessary 
              security forms complete. 



Activating Your Account 
 

Page 3 

 
 
Who do I call if I have any problems with my account? 

��Contact the BISS Help Desk at x2477 (661-276-2477). 
 
When should I log into the Core Financial System? 

��You should log into the system when you have been notified that 
your account has been activated.  It is critical that you activate 
your account when you receive your user name and password 
even if you do not immediately log into the system. 

 
 
What is the approved format for Passwords? 

��The following password rules apply: 
A) Password length: 8 characters 
B) Complexity requirements: Passwords need to include three of  
     the four items listed below. 

i) English Upper Case 
ii) English Lower Case 
iii) Numeric 
iv) Special Characters 

 
When do passwords expire? 

��Passwords expire after 60 days. 
 
What is the period of inactivity before an account is locked? 

��Accounts are locked after 120 days of inactivity. 
��Resubmission of NASA Form 1700 with all appropriate signatures is 

required to reactivate account. 
  

How many attempts do I have to type in my password? 
��Accounts are locked after three consecutive unsuccessful attempts 

to logon. 
��Contact BISS Help Desk to unlock your account. 

 
Is there a reason why an account will not be unlocked? 

��Accounts will not be unlocked if training is not completed. 
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When will we receive a SecureID? 

��You will be assigned a Key Fob to use when logging in.  If you do 
not already have a SecureID, contact the BISS Help Desk at 
x2477. 

 
What is a SecureID? 

��It is a security token (also known as a Card or Fob) that generates 
and displays unpredictable codes that change at a specified 
interval. 

 
How do I use it to gain access to secure systems such as SAP 
R/3?   

��You must enter your user name and a valid SecureID Passcode, 
which is made of two items. 

 
What are the two items that make up a SecureID Passcode? 

��Your secret, memorized 4-digit personal identification number 
(PIN). 

��The token code (6 digit number) currently in your SecurID or Key 
Fob. 

 
Who do I call if I still have questions regarding SecureID? 

��Contact the BISS Help Desk at x2477 (661-276-2477), 
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What are the applications that can be accessed on the Web? 
 
�� SAP R/3 

��SAP R/3 is NASA’s Core Financial accounting system.  Most Core 
Financial end-users will access the SAP R/3 software via HTML 
(Web-based) link.  Others will access the SAP R/3 software from 
the application installed on their desktop. 

 
�� Bankcard (P-Card) 

��P-Card is NASA’s credit card and receipts system. 
   

�� Business Warehouse 
��Business Warehouse (BW) is NASA’s business intelligence tool, 

which provides on-line analytical access to Core Financial 
information. 

 
�� Travel Manager 

��Travel Manager is NASA’s travel system. 
 

�� On-line Quick Reference 
��On-line Quick Reference (OLQR) is NASA’s reference guide for 

Core Financial.  It contains SAP step-by-step user transaction 
procedures, definitions, and list of super users, process 
descriptions, job aids.  Central Support updates this information on 
a regular basis. 

 
�� Web-Based Training 

��Web-Based Training is NASA’s guide for SAP and Bankcard (P-
Card) procedures that describe the process end-users need to 
complete related to specific job roles.  
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What is the website for the IFMP Web Based Applications? 
 
https://access.ifmp.nasa.gov/ 
 

�����������	
������
�������������
���		���������
�
��
���������������������


�		
�������� �������������� �!������"

�
����������	
������
��
���	�
���
�������������������

����������
����	���	������
������� ��
!"�
#$�����%&��&�'���&�������(��)$�������

������
�&�������*��	��&��
�������&����		
������������

��&���������������
��+
,

����������	
������
��
���	�
���
���������#	���	�����
���������
�����	���	����
�
�$���� ��
!"

����������	
������
��
���	�
���
���������#
���
���
%	�
��
�
����������#
���
���&��
����
��
�'����(#&)*�
������$�����
��������
�	�	� ���	��	��
���������
�

���	���	�������!	����"

����������	
������
��
���	�
���
����������������'�	�
��
+	�	�
�"

�
����������	
������
�������
��
�
�
��
��
��
������������
���
����	���	��"�&���
�
������
�
��$���
�
�
�*�	�

�����	� *�	���,���	���"

�
����������	
������
����
����	���	��%
��#	�
��'�	������
(%#')���
��
�"�'�
�
���
��
�����
���������$���
�
�
��
��	���
�����
���
�$���
��
��
���
�
����

�������!$�
�
�

�	�����
�	�
������$
������,������
�"

NASA Official: Jonathan Pettus Site Curator: Brent Copeland

Web Services Provided by:  IDS  - CSC NASA Web Privacy Statement



Accessing SAP R/3 on a PC  
 Step by Step Directions 

 

Page 7 

 
1. For most applications that are on the mainframe, you will need to authenticate  
    before you can log into the actual application.  Below is the icon you should find 
    on your desktop for authentication. Double-Click on the icon on your Desktop to 
    open. 

���������	��
����
  
 
2. The window shown below will open.  
 
 

 
 
3. Enter your SecurID “username” that was issued with your SecurID.  
    Press the ENTER key on your keyboard. 
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4. Enter your SecureID Passcode. 

Your SecureID Passcode is made up of two items: 
a.) * Your secret, memorized 4-digit personal identification number (PIN) 
b.) * The token code (6 digit number) currently in your SecurID Card or Key 
        Fob 

    Press the ENTER key on your keyboard. 
 

 
 
5. After your information has been authenticated, you will be prompted to “Choose”  
    one of three options shown on the print screen shown above.  
 
6. Press the number “1” on your keyboard.  
 
7. The “Authentication” window will disappear.  
 
8. The next step is to log into SAP R/3.  You will find the “SAPlogon-Pad” icon 
shown below on your Desktop. Double-Click on the icon to open SAP R/3. 
 

����
�
���	����
  
 
9. The window shown below will appear. 
 

 
 
10. “Double-Click” on the appropriate option, which are shown on the print screen. 
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Note: Printing SAP reports and forms on DFRC network printers requires that these 
printers to be set up in advance in the SAP application.  Please note that the SAP 
R/3 application in most cases does not support printing to locally attached 
printers.  Only end users accessing SAP via Internet Explorer may print to locally 
attached printers. 
 
1. After you have opened up SAP R/3, type “su3” in “Command field” as shown in 
    the screen below. Press the ENTER key on your keyboard. 
 

 
 
2. This will bring you to the “Maintain User Profile” screen as shown below. 
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3. Click on the “Defaults” tab. 
 
4. Look for the section called “Output Controller”, which is in the middle of the 
    screen.  There is an area named “Output Device”.  
 
5. Click on the button to the right of the printer name as shown on the screen below. 
 

 
 
6. The “Spool Output Device” window will appear (as shown below step number 8). 
 
7. Delete the information on the “Output Device” line.  
 
8. Enter “DF*”.  Press the ENTER key on your keyboard.  This will allow you to  
    search for the SAP printer closest to you.  
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9. A list of printers will appear.  An example of a printer list is shown below.   
    Double-click on the printer you would like to have as your default printer.  
    The building number, room number (if applicable), and the type of printer  
    will help you determine which printer you need to select as your default printer.  
 

 
 
10. The “Maintain User Profile” window will re-appear with the newly selected printer  
      showing in the “Output Device” line as shown in the screen below. 
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11. Use the yellow button where the arrow is pointing to in the screen below to exit  
      from this function. 
 

 
 
12. You will be asked if you would like to “Save the Changes?”.  Select the 
      appropriate response (normally “Yes”). 
 

 
 
13. Verify that the changes have been made in SAP R/3 by checking the lower left  
      corner of the window.  You will see a check mark in a green circle followed by  
      “User DF00xxxx was saved” as shown below. 
 

 
 
If you do not see the printer you use, contact the BISS Help Desk at x 2477 
(661-276-2477) for instructions on adding a printer. 
 
Note:  If you do not have a SAP R/3 Printer, printing reports in SAP R/3 can be done  
           by exporting the file to Excel The main menu path for downloading a file in  
           SAP is: System, List, Save, Local File.  Select Spreadsheet. Enter file name, 
           and press Transfer. Print the Excel file to your local printer. 
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1. Launch Internet Explorer. 
 
2. Access the Nissu site URL: https://utility.nasa.gov 
 

 
 
3. Enter your Username.  This is your unique identifier (DF00xxxx) in the X500 
    Directory. 
 
4. Enter your Domain Password.  This will be the password you are given when you  
    activate your Nissu account. 
 
5. Enter your SecureID Passcode *  

Your SecureID Passcode is made up of two items: 
a.) * Your secret, memorized 4-digit personal identification number (PIN) 
b.) * The token code (6 digit number) currently in your SecurID Card or Key 
        Fob 
 

6. Press the ENTER key on your keyboard.
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7. Click the “Send” button. 
 
8. The Citrix Nfuse Application window will open up on your screen as shown below. 
 

 
 
9. Click on the IFM folder. 
 
10. The following Nfuse Application window will appear as shown below. 
 

 
 
11. Click on the application you wish to use.  For example to access SAP R/3, click 
      on the icon “SAPgui 620”.
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Note: The domain password that is assigned to users for the NCCS Citrix NFuse 
web server is often difficult to remember because it consists of many non-related 
characters and numbers.  It is possible to change this password to another one that 
is easier to recall using the steps outlined below.  The red arrow in the picture below 
shows the placement of the domain password in the login screen.  Changing the 
domain password does not affect any data in the other two fields. The Username 
and SecurID PASSCODE should remain unaffected. 
 

 
 
1.  Log into the NCCS Citrix NFuse web server using your Username, Domain 
     Password (the original domain password that was assigned to you), and  
     SecurID Passcode. 
 
2. Activate a Citrix session with one of your IFM applications by clicking on it.  
    The example used here will be the Bankcard application.  You do not have to 
    completely log in to this application to change your password. 
 

 



Changing Your Domain Password For the 
NCCS Citrix NFuse Web Server 

 

Page 16 

 
3. After activating the application, and upon receiving the login screen, press the 
    control-apple-del keys simutaneously.  The Windows Security window shown 
    below should appear. 
 

 
 
4. Click the Change Password button. 
 
5. Within the Change Password dialog box, enter your old pre-assigned password. 

 
 

 
6. Enter a new password in the New Password field and confirm it by re-entering it in 
    the confirm New Password field.  Keep in mind that the following password rules 
    apply: 
 

A) Password length: 8 characters 
B) Complexity requirements: Passwords need to include three of the four 
     items listed below. 

i) English Upper Case 
ii) English Lower Case 
iii) Numeric 
iv) Special Characters 

 
7. Click OK to accept all changes. 
 
8. When the Change Password dialog goes away, you will be returned to the 
    Windows Security window.  You may click the Cancel button to return to your 
    application session.  The next time you log in to the NCCS Citrix NFuse web 
    server, use your new password in the Domain Password field.
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Note: It is possible to adjust the viewing area of the application sessions that launch 
from the NFuse Program Neighborhood.  Some monitors may not be capable of 
displaying all available size choices and the size of a particular application screen 
may be controlled by the Citrix Administrator) 
 
1. Access the URL: https://utility.nasa.gov  
 
2. Log in using your Username, Domain Password, and SecurID Passcode.  

 
3. When the NFuse Application Window from the NFuse server appears, click on the 
    Settings Icon (the folder with a hammer and wrench icon) as shown below. 
 

 
 
 
(Note: If you pass over the Settings Icon with the mouse, a balloon will pop up that 
says "Settings.") 
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4. From the Citrix NFuse Classic Settings window as shown below, select what 
    resolution you prefer (up to "full screen").  
 

 
 
5. Once you have finished making your changes, click the Submit button.  
 
6. The screen will return to the NFuse Application Window as show below.  
     Changes to screen size of applications will take effect when you next log in. 
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Step 1: Consult the On-Line Quick Reference (OLQR) 

http://olqr-cf.ifmp.nasa.gov/ 
 

��Contains Step-by-Step procedures 
��Job Aids  
��Real-time updates 

 
 

Step 2: Contact the BISS Help Desk x2477 (661-276-2477) 
 

��User support for Core Finance/SAP, Bankcard (P-Card), and 
Travel Manager 

��Provides answers immediately or logs call for follow-up 
 
 
Step 3: Attend User Workshops 
 

��Brief refresher segment on a particular process 
��Facilitated and led by experienced implementation team members 
��Hands-on capability to process real work 

 
 
Step 4:  Attend User Open Houses 
 

��Informal sessions 
��Subject matter experts available to answer questions 
��Hands-on capability to process real work 
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DFRC BISS Help Desk 
 

User Support for: 
�� Core Financial/SAP, 
�� Bankcard (P-Card) 
�� Travel Manager 

 

    Phone:  

X2477 

(661-276-2477) 

 

 email: 

 biss@dfrc.nasa.gov 
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Go to your On-Line Quick Reference (OLQR) Tool First 
 
http://olqr-cf.ifmp.nasa.gov 
 

 
 
Contains: 

��Step-by-Step Transaction Procedures 
��Job Aids 
��Definitions 
��List of Super Users 
��Process Descriptions 
��Real-time updates
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http://www.dfrc.nasa.gov/Organizations/IFMP/Modules/CoreFinancial/index.html 
 

 
 
Contains: 

��Frequently Asked Questions 
��Core Financial Directives 
��SAP R/3 Account Login Web link 
��Online Quick Reference Guide Web link 
��Dryden Specific Job Aides 


